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Training Materials and Resources

After reviewing this Reports Catalog, if any additional information or guidance is needed, please refer to
the following:

1 Cardinal SW NAV220 Cardinal Reporting: This Instructor Led Training (ILT) course provides
training, demonstrations, and exercises that cover the fundamentals of how to run or access
report and queries. Additionally, it covers how to perform inquiries. The course document
provides:

I Key concepts in Cardinal reporting

1 Information on how to access the Query Viewer to search, run, and access query results
online or by download

I Information on how to perform inquiries to access details about an item or transaction in
Cardinal

Basic information about types of reports and how to access the different types of reports

Information on how to run and check the status of ad hoc reports
1 Information on how to access nVision reports and how to use the Drilldown feature

1 Information on how to run Bl Publisher and PSJob reports and access them through the
Report Manager

1 References for additional Resources, Job Aids, and Key Terms

1 Exercises which provide hands-on practice to run/access reports, inquiries or queries
(provided in the ILT course only)

Note: This resource document is located on the Cardinal website and can be accessed by
following this path:

Training > Course Materials > Statewide > SW_Financials > SW_Overview: Navigation,
Reporting and Approvals > NAV220: Cardinal Reporting
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ChartFields Values Inquiry - Account

REVISED: 03/09/2017

DESCRIPTION:

This inquiry is used to identify valid values for the Account ChartField.

NAVIGATION PATH:

Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define

Values > ChartField Values

INPUT / SEARCH CRITERIA:
SetlD

Account

Description

Account Type

OUTPUT FORMAT:
Online

Screenshot of the ChartField Values page for Account

Favorites « | Main Menu =

[ Account Map to Alternate Account

SetlD STATE
Effective Date

Effective Date D1/01/1801
Description Taxes

Short Description Taxes
Statistical Account

Monetary Account Type Revenus
Balance Sheet Indicator
VAT Account Flag Mon-VAT Related
Openltem Account
Edit Record
Prompt Table
Reconcile Tolerance
Performance Measurement
General Ledger Account

|Save |[[@h Return to Search | |[Z] Notify |

7

Account | Map to Alternate Account

» Set Up Financialz/Supply Chain = >

Commen Definiions + »  Design ChariFields + »* Define Values » > ChartFisld Values

Account 4001000

Status Active Attributes
Control Account
Budgetary Only
uom
Book Code
| Allow Book Code Override
Physical Nature
Reconcile on Base Amount
Edit Field
Description of Openltem

Reconcile Currency

Performance Measurement Acct

Find | View All First ‘4 10f1 '}/ Last

Long Description

Commitment Control Override

VAT Default

ABM Account

& Update/Display ___] Include History

Rev 10/4/2021
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ChartFields Values Inquiry - Fund
REVISED: 03/09/2017

DESCRIPTION:
This inquiry is used to identify valid values for the Fund ChartField.

NAVIGATION PATH:
Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define
Values > ChartField Values

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
SetlD Online

Fund

Description

Screenshot of the ChartField Values page for Fund

Favorites = | Main Menu « > Set Up Financials/Supply Chain ~ > Common Definitions » > Design ChartFields » > Define Values » > ChariField Values
Fund
SetlD STATE Fund 01000
Effective Date Perscnalize | Eind | View All | G | = First ‘&) 10f1 '» Last
Effective Date Status Description Short Description Budgetary Only Attributes Long Description
01/01/1901 Active General Fund General Aftributes Long Description
-save | |[gh Returnto Search ||[=] Notify | JA Update/Display || k) Include History |
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ChartFields Values Inquiry - Program

REVISED: 03/09/2017

DESCRIPTION:

This inquiry is used to identify valid values for the Program ChartField.

NAVIGATION PATH:

Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define

Values > ChartField Values

INPUT / SEARCH CRITERIA:

SetlD
Program
Description

OUTPUT FORMAT:

Online

Screenshot of the ChartField Values page for Program

Effective Date

Effective Date Status Description

01/01/1901 Active Libranes

Jsave |[[@" ReturntoSearch |[[=] Notify |

Short Description

Libraries

Personalize | Find | View All | @l E

Favorites - | Main Menu - > Set Up Financials/Supply Chain ~ > Common Definitions = > Design ChartFields » > Define Values» > ChartField Values
Program
SetlD STATE Program 104010

First ‘4’ 10f1 '»/ Last

Budgetary Only Attributes Leng Description
Atinbutes Long Description
7 Update/Display ;'J Include History |

Rev 10/4/2021
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ChartFields Values Inquiry - Department
REVISED: 03/09/2017

DESCRIPTION:
This inquiry is used to identify valid values for the Department ChartField.

NAVIGATION PATH:

Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define
Values > ChartField Values

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
SetlD Online

Department

Description

Screenshot of the ChartField Values page for Department

Favorites « | Main Menu + > Set Up Financials/Supply Chain » > Common Definitions » > Design ChariFields » > Define Values » > ChariField Walues

Department

SetlD 50100 Department 10017

Effective Date Find | View All First ‘4 10f1 (&) Last

Effective Date 01/01/1801 Afiributes Long Description
Status Active Budgetary Only
Description Human Resources

Short Description Human Reso

Manager ID Manager Name
Company DOT Location Code 10 Location SetlD 50100
Save | |[ah Return to Search [=] Notify J#3 Update/Display 7 Include History

Rev 10/4/2021 Page 11 of 174




4/ Cardinal
J

ChartFields Values Inquiry i Cost Center
REVISED: 03/09/2017

DESCRIPTION:
This inquiry is used to identify valid values for the Cost Center ChartField.

NAVIGATION PATH:
Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define
Values > ChartField Values

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
SetlD Online

Cost Center

Description

Screenshot of the ChartField Values page for Cost Center

Favorites = | Main Menu + > Set Up Financials/Supply Chain = > Common Definiions = > Design ChariFields » > DefineValues » > ChariField Values

Cost Center

SetlD STATE Cost Center 04500

Effective Date Personalize | Find | View All | (2 | [ First ‘4 10f1 '}/ Last
Effective Date Status Description Short Description Budgetary Only Attributes Long Description
031472016 Active Safety Safety Aftributes Long Description

HlSave |[[gh Returnto Search [=] Notify JF Update/Display ] Include History

Rev 10/4/2021 Page 12 of 174



/) Cardinal
V4

ChartFields Values Inquiry - Task
REVISED: 03/09/2017

DESCRIPTION:
This inquiry is used to identify valid values for the Task ChartField.

NAVIGATION PATH:
Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define
Values > ChartField Values

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
SetlD Online

Account

Description

Account Type

Screenshot of the ChartField Values page for Task

Favorites v | Main Menu - > SetUp Financials/Supply Chain » > Commeon Definiions » > Design ChartFields » > Define Values » > ChartField Values
Task
SetlD 50100 Task 040
Effective Date Personalize | Find | View Al | & | = First ‘4" 10f1 '»/ Last
Effective Date Status Description Short Description Budgetary Only Attributes Long Description
010115901 Active Capital Outlay Capital Ou Attributes Long Description
J|save |[[@ Returnto Search | [[=] Notify | & Update/Display _J'J Include History |
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ChartFields Values Inquiry - FIPS

REVISED: 03/09/2017

DESCRIPTION:

This inquiry is used to identify valid values for the Federal Information Processing Standards (FIPS)
ChartField.

NAVIGATION PATH:

Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define
Values > ChartField Values

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
SetlD Online

FIPS

Description

Screenshot of the ChartField Values page for FIPS

Favorites = | Main Menu + > SetUp Financials/Supply Chain » > Common Definitions + > Design ChariFields » > Define Values » > ChariField Values
FIPS
SetlD STATE FIPS 015
Effective Date Personalize | Find | View All | (2 | [ First ‘4 10f1 '}/ Last
Effective Date Status Description Short Description Budgetary Only Attributes Long Description
0170171901 Active Augusta Augusta Aftributes Long Description
5| Save ',_Jj‘ Relurn to Search | 'E] Motify 1 JE Update/Display '_L-J Include History 1
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ChartFields Values Inquiry - Asset
REVISED: 03/09/2017

DESCRIPTION:
This inquiry is used to identify valid values for the Asset ChartField.

NAVIGATION PATH:
Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define
Values > ChartField Values

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
SetlD Online

Account

Description

Account Type

Screenshot of the ChartField Values page for Asset

Favorites ~ | Main Menu ~ > Set Up Financials/Supply Chain ~ > Common Definiions ~ > Design ChariFields ~ > Define Values ~ > ChariField Values
Asset
SetlD 50100 Asset 00001
Effective Date Personalize | Find | View All | &2 | [ First ‘4’ 10f1 "' Last
Effective Date Status Description Short Description Budgetary Only Attributes Long Description
12/01/2011 Active G. WASH. MEM. PKWY G. WASH. M Aftributes Long Description
~Jsave ||[c" Retunto Search | [ Notify | JE Update/Display ;'_l Include History |
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ChartFields Values Inquiry i Agency Use 1
REVISED: 03/09/2017

DESCRIPTION:
This inquiry is used to identify valid values for the Agency Use 1 ChartField.

NAVIGATION PATH:
Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define
Values > ChartField Values

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
SetlD Online

Agency Use 1

Description

Screenshot of the ChartField Values page for Agency Use 1

Favorites = | Main Menu - > Set Up Financials/Supply Chain» > Common Definitions = > Design ChartFields » > DefineValues » > ChariField Values

Agency Use 1

SetlD STATE Agency Use 1 &616115613

Effective Date Personalize | Find | View All | &3 | [ First ‘&) 10f1 '»/ Last
Effective Date Status Description Short Description Budgetary Only Attributes Long Description
017011891 Active UPPER YORK RIVER UPPER YORK Attributes Long Description

“lsave |[ah Returnto Search | |[Z] Notify | JF| UpdateDisplay || Include History |
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ChartFields Values Inquiry i Agency Use 2
REVISED: 03/09/2017

DESCRIPTION:
This inquiry is used to identify valid values for the Agency Use 2 ChartField.

NAVIGATION PATH:
Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define
Values > ChartField Values

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
SetlD Online

Agency Use 2

Description

Screenshot of the ChartField Values page for Agency Use 2

Favorites = | Main Menu - > Set Up Financials/Supply Chain ~ > Common Definitions » > Design ChartFields » > DefineValues ~ > ChartField Values
Agency Use 2
SetlD 50100 Agency Use 2 00001
Effective Date Personalize | Find | View All | &3 | = First ‘&) 10f1 &/ Last
Effective Date Status Description Short Description Budgetary Only Attributes Long Description
01/01/1901 Active o001 o001 Atfributes Long Description
lSave | |[ah Return to Search [=] Notify 4 Update/Display 4 Include History
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ChartFields Values Inquiry - Project

REVISED: 03/09/2017

DESCRIPTION:

This inquiry is used to identify valid values for the Project ChartField.

NAVIGATION PATH:

Main Menu > Set Up Financials/Supply Chain > Common Definitions > Design ChartFields > Define

Values > ChartField Values

INPUT / SEARCH CRITERIA:

SetID
Project
Description

OUTPUT FORMAT:
Online

Screenshot of the ChartField Values page for Project

Project 0000001651
Description 06570422561,PE108,M501.B631

Start Date 10/15/1926

End Date 02/01/2013

=|Save ||[@h Return to Search [=] Notify

Favorites = | Main Menu ~ > Set Up Financials/Supply Chain~ > Common Definitions » > Design ChariFields » > DefineValues » > ChariField Values
Project
Project

SetlD 50100

Status Inactive Atftributes

Integration 50100

Summary Project

Rev 10/4/2021
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Journal Inquiry - Basic
REVISED: 12/12/2019

DESCRIPTION:

This inquiry is used to monitor all journals associated with a particular Business Unit (agency) based on
designated criteria. The basic inquiry allows users to view detailed journal information such as the
Journal Header, Journal Lines, Journal Status, and Budget Status. The basic inquiry does not allow
users to drill down for additional details, including to the source of the transaction (see Journal Inquiry 1
Advanced).

NAVIGATION PATH:
Main Menu > General Ledger > Journals > Journal Entry > Create/Update Journal Entries

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit Online
Journal ID

Journal Date

Document Sequence Number
Line Business Unit

Journal Header Status

Budget Checking Header Status
Source

User ID

Attachment Exist

ADDITIONAL INFORMATION:

The Journal Header Status and Budget Checking Header Status fields can be used to identify
journals with journal errors or budget errors that have not been posted so that they can be corrected
and resubmitted.
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Screenshot of the Journal Entries Search Page

Favorites = | Main Menu = » General Ledger~ » Joumnals~ > Joumnal Entry » >  Create/Update Journal Enfries
Find an Existing Value ” Add & Mew Value
~ Search Criteria
Business Un 50100 Q
Journal ID|hegins with v| |
Journal Dete[= ~v| [p7o1z018 I
Document Sequence Number[begins with v |
Line Business Unit 50100 Q
Journal Header Status[= w] [Posted to Ledger(s) v
Budget Checking Header Status|= V] v]
Source Q
User ID[begins with ] l=3
Exist[= V] | v
[Ocase sensitive
Limit the number of results to {up to 300):
Search Clear | Basic Search [OJB Sawe Search Criteria
Search Results
Wisw All First ‘4 113cf13 b Last
N Budget Journal
Business Journal UnPost Docament (ltee |t Checkin Ledger Curren Aol Journal Total Met
— Journal ID w Sequence Business Header 3 = Source < Total B L Description User ID .
ni ate Sequence e Unit Status Header Group de ey Debits Statistical Exist
Status Units
50100 07/01/2018 0 {blank) 50100 Posted Walid ACTUALS OML  USD 2 TEo.44 (1] Move from UPGC 78240 to C5C LAP M
s0100 25 07/01/2018 0 {blank) 50100 Posted Walid ACTUALS ONL  USD 2 32054 (1] Transfer allowable account cod M
S0M0D 0001255388 07/01/2015 0 (blank) 50100 Posted ‘Valid ACTUALS ONL - USD 16 40522 o Transfer allowable account cod M
50100 0001255385 07/01/2018 0 {blank} 50100  Posted alid ACTUALS ONL  USD 32 1737.85 (1] To comrect allowsble J unallow M
S0M0D O001255387 07/01/2015 0 (blank) 50100 Posted ‘Valid ACTUALS ONL - USD 4 9720 o Carrecting in-kind contributio M
50100 0001255408 07/01/2018 0 {blank) 50100 Posted Walid ACTUALS ONML  USD 6 28614536.24 0 GARVEE ~ JULY 2019 Due toffrom M
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Entered On 07/01/2019 3:45:124M
Last Updated On 07M2/2015 7:07:20PM
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Journal Entry =

Journal 1D 0001255361
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Adjusting Entry Mon-Adjusting Entry
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» CreatefUpdate Journal Enfries
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A

Fizcal Year
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1

ADE Date D7/01/2019

["] Auto Generate Lines

[] save Journal Incomplete Status

["] Autobalance on 0 Amount Line

Send to PC

[<] [<]

Split Project Lines

Pravious in List | |4E] Nest in List

[=] Notify

| £ Refresh |

Header | Lings | Totals | Errors | Approval

Screenshot of the Journal Lines Page

* General Ledger» * Joumals-= >

Favorites = | Main Menu -

Journsl Emtry = >

| ﬂeaderl Lines |l Totals ” Emors ” Approval

Unit 50400 Journal ID- Q001255381
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*Process | Edit Journal

Create’Updste Joumal Enfries

Date 07/01/2018 ["IErrors Only

“iew Audit Logs

Header | Lines | Totslz | Errors | Approval

v | Pracess =& Line[ 10| [7] =
¥ Lines Fersonslize | Find | E‘| El
Select Line Unit Ledger SpeedType Account Fund Frogram Department Cost Center Task FIF5
1 50100 ACTUALS Q 5012610 04720 6803023 18007
2 50100 ACTUALS & 5012810 04720 6803015 18115 121200041
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w Totals Personalize | Find | Wiew All | [l | E First ‘4’ 10f1 '} Last
Unit Taotal Linas Total Debits Total Credits ~ Journal Status Budpet 5tatus
50100 2 TED.44 TEg.44 P A
|[Glsave ||lch Retumnto Search ||| Previousin List |[4] MestinList ||[Z]Motify || Refresh |Eb add ||F] UpdsteDisplay
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